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The following is a list of project codes used in conbination
with function codes for the purpose of capturing staffyear and
cost data by activity

PRQIECT
CODE PRQJECT NAME
000 Unassi gned AS&T
087 United States Veterans Assistance
Center (USVAC) — CETA Title 111
110 Job Corps Program
(CETA Title 1V-B)

150 W N TAT
153 CETA TAT (CETA Title I11)
154 CETA LM (CETA Title I11)
170 Trade Program (CETA Title I11)
175 TITC (CETA Title I11)
202 LVER (ES G ants-to-States)
203 DVOP (ES Grants-to-States)
205 Enpl oynent Service (ES G ants-to-

St at es)
207 ES Trade Program (ES Grant-to-States)
210 Unenpl oynent | nsurance Service (U S)

(U Grants-to- States)
212 Food Stanps Program
213 ESAP Coor di nat or
214 ESAP - ES
215 ESAP - U
216 ESAP - R & D
219 U Trade Program (U Grants-to-States)
236 thru Di saster Unenpl oynent Assi stance
244 (DUA) Program
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PRQIECT
CODE PRQIECT NAME
251 WN Central Ofice
252 thru W N Local Projects
289
300 thru For SESA Use (CETA prograns,
998 State Prograns, etc.)
999 Leave Taken
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|, Functi on Codes and Definitions

The follow ng sections contain functional activity codes
and definitions which are used by agency enpl oyees to
record time (hours) spent on the functions perforned.
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AS&T (Admi nistrative, Support and Techni cal

100

120

150

Admi ni stration and Managenent
Fi scal / Per sonnel Managemnent

ADP

U S (Unenpl oynent | nsurance Service)

200

230

235
238

240

260
270
300
351
400
455
457

459
460

Cl ai ns Processi ng

Nonnonet ary Det ermi nati ons
Si ngl e C ai mant

Benefits/ Appeal s Travel

Mul ti-C ai mant Services
Nonnmonetary Det.
Appeal s- Lower Aut h.
Appeal s- Hi gher Aut h.

Appeal s, Single C aimant
Lower Authority
H gher Authority
Wage Records
Benefit Paynent control
Tax QOperations
Processi ng Al | owances
Managenment, Supervi sion and Training
CVBH
Cost Model

Random Audi t/Internal Security
U Special Projects

ES (Enpl oynent Servi ces)

500
50S
540
561
564

Basi ¢ Enpl oynent Service operations
MFSW Qut r each

Immigration Activity

LM

Cccupational Analysis Field Centers
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Test Devel opnent
Moni t or Advocat e

Managenent and Trai ni ng

WN (Wrk Incentive)

589

590

591

592

593

594

595

596

597

598

599

910

920

940

950

980

W N

Regi stration

Appr ai sal

Adj udi cat i on

Enpl oyment Sear ch, | ndivi dual
Enmpl oyment Sear ch, G oup

QJT Administration

PSE Adni ni stration
Institutional Training

Wor k Experi ence Training
Suspense to Non-W N Enpl oynent

Suspense to Non-W N Trai ning

Leave
Annual Leave Taken
Si ck Leave Taken

O her Paid Time Of
Hol i day Leave

Conpensatory Ti nme Taken
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(2) Functi on Code Definition

The function code definitions contained in the follow ng sections
relate only to the mininumreporting requirenents of the Enploynent and
Training Adm nistration (ETA). If SESAs select to utilize nore detail ed
| evel s of reporting it will be their responsibility to revise the code
structure as well as the correspondi ng definitions. The appropriate project
code is used in conbination with the function code for determ ning assi gnnment
of costs and staff years to prograns.

(a) Adnministrative, Staff, and Techni cal Function Codes (AS&T)

Time will be charged to AS&T functional activities only when such
time cannot be directly charged to program (e.g., ES or Ul)
functional activities. In the central office, for exanple,
keypunch operators assigned to the ADP organi zational unit, but
who spend tinme keypunchi ng wage records, should charge that tine
to U S code 260, Wage Records. District, area, or local offices
wi Il not charge to AS&T activities, except for agency building
mai nt enance personnel who will change to code 100.

It is inmportant to note that these are function codes and do not
necessarily relate to an organi zational unit. For exanple,

enpl oyees assigned to the central office ADP organizational unit
who performoverall fiscal functions (e.g. data entry for cost
accounting or payroll) should charge such tinme to code 120 -

Fi scal Personnel Managenment, and not to code 150 (ADP)

100 Administration and Managenent

Adni ni stration

Includes all time spent by central office personnel in the
overal |l adm nistration of enployment security prograns.

I ncl udes the executive director, executive assistants,

| egi slative liaison, and supervisors of nore than one of
the AS&T staff functions. No changes to this activity will
be made by | ocal office personnel.

Legal

Includes all time spent on legal activities related to the
agency and not attributable to the Enploynment Service (ES)
or Unenpl oyment | nsurance Service (U'S) in which case tine
shoul d be charged to the appropriate program function code
(600 — ES and 400 — U).
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I nformati on and Public Rel ations

Includes all time which cannot be directly charged to ES or Ul
spent by central office personnel specifically engaged in the
preparati on and di ssemi nation of public information and official
agency public relations activities. Tine spent by ES or Ul
program staff in this area should be charged to codes 600 or 400,
respectively.

Managenent Support

Includes all time spent by central office personnel in the
followi ng activities which cannot be assigned to a program area:

- Organi zati on, methods, and pl anni ng
- Management anal ysi s

- Internal audit (tine related to the review and. eval uation of
fiscal managenent and control of the accounting records and
procedures used by the fiscal. departnment in the State
agency)

Managenment support associated with a programis charged to ES
function code 600 or U function code 400.

Report and Anal ysis

Includes all time of central office personnel spent on the
follow ng activities.

- Preparation and analysis of State and Federal statistical
reports

- Techni cal supervision of State and |ocal office activity
reporting and anal ysis, including planning and installation
of reporting systens

- State office R&GA unit tinme spent on the formal validation of
ETA required statistical reports
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- Provi di ng techni cal advice, assistance and support to other units
or agenci es on research and findings that cannot be assigned to
a. programor a functional activity code of a program

- Preparing econom c trends, indicators, devel opments, assunptions,
and denographic information

Local office personnel should charge tinme spent in performance of reportable
activity itens to the appropriate activity code associated with the ES or U'S
prograns. Tinme spent on preparing local office activity reports will be
charged to ES or U program support codes 600 or 400, respectively.

Servi ces
Includes all other tine of central office personnel spent on overhead office

services or support activities which cannot be charged directly to other
operational or staff codes.

These support activities include, but are not linted to:

- Tel ephone and Swi t chboard operators
- Recepti oni st

- Mai | room per sonne

- Li brary personne

- Bui | di ng mai nt enance personne

- Duplicating and printing personne

ES or U function codes will be used by services personnel when
significant tine is spent on programactivities (e.g., nmilroom personne
recei ving, processing and mailing U tax fornms should change to code 300 -
Tax Operations).

120 Fi scal And Personnel Managenent

Includes all central office staff time which cannot be charged to ES or
U S function codes in the followi ng fiscal and personnel functions.

- Fiscal activities

- Preparation of fiscal docunentation for budget requests and
control of the overall agency budget

- Processi ng personnel attendance reports and payrolls
- Processi ng expendi ture authorization and vouchers

- Mai nt ai ni ng admi ni strative fund accounts and preparation of
required financial reports
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- Mai nt ai ni ng general overall control accounts relating to State
enpl oyment security agency funds

- Suppl i es procurenent, stockroom and inventory activities
- Fi nanci al managenent analysis and internal reports devel opnment
- Statewi de tine distribution reports and anal ysis

- Property and space contro
Local office personnel who performfiscal activities will not charge such
time to this activity code. That tine will be charged to the ES code 600 or
U S code 400.

Per sonnel NManagenent

Includes all time which cannot be directly charged to ES or U function codes
spent by the State agency personnel unit 'staff in personnel and rel ated
functions.

Includes tine associated with the devel opnment and admi ni stration of overal
agency training activities. Tine spent by central office enpl oyees on genera
personnel attendance records should be charged to code 120. Tine spent by
attendees at training sessions should be charged to Program Support codes
associated with the ES or U services (600 or 4.00).

Time spent at training sessions by attendees who nornmally report their tine
under AS&T codes will be reported under the AS&T code associated with the
enpl oyee' s regul ar job.

150 Aut omati ¢ Data Processing

- Includes all tine spent in adnministration of the ADP system and
facility, systems mai ntenance and system operati on.

- Personnel normally charging to this code should be ADP Managers,
anal ysts and programmers devel opi ng and mai ntai ni ng general system
sof tware and general support personnel-such-as clerical, tape
|l'ibrarian and equi prent operators.

- Data entry time (keypunching/key taping) should be charged to the
functional area for which the service is provided. Data entry tinme in
the central office that is for system nmai ntenance or benefits al
users shoul d be charged to code 150.

- Analysts and programers who work on application systens and prograns
shoul d charge their tine to
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the appropriate functional code or codes that are being served.

— Tine spent on devel oping ES and U'S applications should be charged to
ES Code 600, or U S Code 400; the sanme applies to conversion of
ongoi ng applications when a new conputer systemis enpl oyed.
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Unenpl oynent | nsurance Service Function Codes

The codes listed below will be used in reporting activity for
unenpl oynent i nsurance service (U'S) operations. The appropriate
project code (e.g., 210, U Gants; 219, Trade Progranm) will be
used in conbination with the appropriate function code:

200 daims Processing

230 Nonnonetary Determ nations (Single d ainmant)

235 Benefit and Appeal s Travel

238 Milti-C aimant Services (Nonnonetary Determ nations and
Appeal s)

240 Appeals (Lower and Hi gher Authority, Single C aimant)

260 Wage Records

270 Benefit Paynent Contr ol

300 Tax Operations

351 Processing Al owances (I ncludes DUA)

400 U Support

455 CWBH

457 U Cost Model

459 Random Audit/Internal Security

460 O her U Projects

Unenpl oynent | nsurance - Benefit Functions

200

G ainms Processing (Includes Initial dainms, Weks Cained, ERP,
TRA Reconmputed d ai ns, and Extended Benefit J ains).

Initial aims (Includes Initial dains Taking, Monetary
Determi nations, and Services to Cai mants and Enpl oyers)

Initial dainms Tracking

Includes time spent on the following activities necessary to take
and process new, transitional, and additional UC UCFE, UCKX,
Redwood and TRA cl ai ns:

- Interviewi ng clainmnts, reviewing claimapplication forns
and separation papers, conducting the benefit rights
i nterview, and preparing necessary records.

- Factfinding by agent State with respect to wage record
i ssues, separation, or nonseparation issues on interstate
cl ai ns.

- bt ai ning work history for wage request reporting systens.

- bt ai ni ng data concerni ng dependents' all owances.
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200 dainms Processing (continued)

- Requesti ng UCFE wage and separation information from
Federal Agencies (Form ES-931 and ES-934).

- Preparing and subnitting UCFE-UCX control cards to the
U SDC, and preparing requests to the Armed Forces on UCX
cl ai ns.

- Requesting TRA wage and separation information from
enpl oyer in behalf of adversely affected workers under the
Trade Act Program

Monet ary Det erm nati ons

Includes tinme spent on the following activities:

- Determining nmonetary eligibility of claimnts for
unenpl oynent insurance benefits based on wage records or
wage request reports and other benefit factors, such as
seasonality, full-tinme weekly wage conbi ni ng, pension
provi si ons, and dependents' all owances.

- Computi ng weekly and maxi nrum benefit ampunts, and notifying
cl ai mants or enpl oyers.

- Ascertaining facts and di sposing of protests, inquiries and
appeal s concerning wage credit disputes; issuing
redet erm nati ons.

- bt ai ni ng and furnishing hearing information for conbi ned
wage credit clains.

- Mai nt enance and operation of both claimapplication and
claimdetermnation files; and preparation of first
conpensable claimnmaterials, address files, paynment history
cards, and first pay order cards.

- In wage record agencies, receipt, batching, and control of
new clains and returning clains to |local offices; updating
wage record files with current clains information; and
requesting wage informati on for UCFE and TRA cl ai ns.

- I n wage request agencies, preparing notices of clains filed
and request for wage and separation information; obtaining
wage affidavit information fromclaimants; and assessing
penal ties on enployers. for failure to subnit wage reports.
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C ai ms Processing (conti nued)

- Requesting and foll owing up on wage and separation
i nformation for UCFE and T~ claimants (Form ES 931 and ETA
8-55A); obtaining claimnt wage affidavits (Form ES-935 and
ETA 8-55B); and preparing UCFE request for additional
i nformati on (Form ES-934) where nonetary information on
Form ES-931 is incorrect or inconplete.

Services to Oaimants and Enpl oyers

Includes time spent on the following activities (Includes UCFE,
UCX, Redwood and TRA).

- Local office reception functions pertaining to unenpl oynent
i nsurance, such as questioning persons to determnine the
type of claimto be filed, issuing appropriate claimforns
with instructions for conpletion, and directing claimants
to the proper reporting station. Cerical activities
perfornmed by receptionists in |ocal offices which can be
clearly identified with a specific function should be
charged to the function

- Interviewing claimants foll ow ng breaks in the series due
to illness, disqualifications, unavailability, or failure
to report for any reason other than job attachments, and no
wai ting period or conpensable claimis taken during the
i nterview

- Al activities not el sewhere classified which can be
identified with unenpl oynent insurance. Includes discussing
or resol ving general problens, questions, or other matters
pertai ning to unenpl oynent insurance which cannot be
related to any specific unenpl oynment insurance function
code. Includes tel ephone inquiries and correspondence.

Where applicants and claimants are served at the sane reception
point, the prorata share charged to U S codes should preferably
be nmeasured by short-termtime study, such as work sanpling or
time |og.

Reconputed C ai ns, TRA

Includes all tine spent on the followi ng activities necessary to
take and process any subsequent TRA claimfiled under the sane
petition nunmber in which the claimnt has had a break in job
attachment from adversely affected enpl oynent since the |ast TRA
claimwas filed under such a petition:
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200 dainms Processing (continued)

- Interviewi ng clainmants, review ng claimapplication forns and
separati on papers, conducting the benefit rights interview, and
preparing necessary records.

- Factfinding by agent State with respect to wage record issues for
interstate clains.

- ot ai ni ng work history for wage request reporting systens.

- Requesting TRA wage and separation information from enpl oyer on
behal f of adversely affected workers under the TRA program

- Determ ning nonetary eligibility of claimants for TM benefits
based on wage records or wage request reports and U records.

- Conputi ng weekly benefit anount, and notifying clai nants and/or
enpl oyers, including data entry into conputer or other payment
nmechani sm

- Ascertaining facts and di sposing of protests, inquiries, and
appeal s concerni ng wage credit disputes~ issuing
redet erm nations.

Weeks C ai ned (Includes Continued C ains Taking and Benefit Paynents)

Conti nued d ai ns Taki ng

Includes tine spent on the following activities (Includes UC, UCFE
UCX, Redwood and TRA):

- Taki ng and processing of waiting period or conpensabl e cl ai ns.
When this is done in conjunction with the performance of another
function (such as the benefit rights interview or non-nonetary
determ nations), the time spent in taking the certification for a
wai ting period or Conmpensabl e clains taking.

- Interviewi ng claimnts, preparing necessary records, and
transmitting clainms or pay authorization for further processing.

- Revi ewi ng of the payment authorizations in the central and/or
| ocal office.

- Sorting and filing of pay-order cards, including benefit checks
if they are received in |local office already consolidated with
pay-order cards and both handled and filed sinultaneously.
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C ai ms Processing (conti nued)

- Al'l interstate agent factfinding activities involving the
| B-2 process, whether separation or nonseparation issues.

Benefit Paynents

Includes tinme spent on the following activities necessary to make
benefit paynments to unenpl oynment insurance claimants (I ncludes
UC, UCFE, UCX, Redwood and TRA):

- Revi ew and exam nation of authorization for paynent in the
central office.

- Controlling and rel easi ng pay orders.

- Preparation and distribution of benefit checks to claimants
or local offices, as well as naking | ocal office paynents
by cash or check

- Keypunchi ng pay-order cards, and perform ng other machi ne
operations for bal ance control, updating of benefit payment
hi stories, and preparing future pay orders.

- Reconciliation of benefit-account bank statenents, and
controlling and filing paid checks, pay orders, vouchers,
and ot her paynent data.

- Post exam nation of paynents as a quality contro
procedur e.

- Conti ngency experience rating activities in those States
havi ng charging provisions in their State |laws as per~
formed in States having reserve and benefit ratio rating
provi sions (charging benefit payments instead of wages)
di sposi ng of protests, inquiries, and appeal s concerning
paynment charge backs.

- Conti ngency experience rating activities in those States
havi ng charging provisions in their State | aws, as per.
formed in States having benefit wage ratio provisions
(chargi ng wages instead of benefit paynents); disposing of
protests, inquiries, and appeal s concerni ng wages charged.

U Eligibility Review Progran{ERP)

Includes all tinme spent on: determning | abor force attachment;
identifying restrictions on availability; filing and searching
document s and conputer records in connection with the ERP
flaggi ng and renoving flags from docunents and conputer records;
scheduling interviews; conducting and docunenting intervi ews;
referral of claimnts to adjudication or the Enpl oynent Servi ce;
and revi ew and devel opnent of claimwork search plan. (Intrastate
and Interstate)
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C ai ms Processing (conti nued)

New Cl ai n8 - Extended Duration

Includes tinme spent on the following activities (includes UC
UCFE, and UCX for regul ar Extended Benefits):

- Taki ng and processing new clains for tenporary extended
benefits (the first intrastate or interstate claimfiled in
a new extended duration period by a claimant who has
exhausted his/her regular benefit rights in a State having
tenporary extended benefits). Extended duration clains. may
not have a break in the benefits series.

- I nterviewi ng new clai mants and carrying out all other
activities typical of new clainms processing.

230 Nonnonetarv Deternm nations - Sin |l e d ai mant

Includes tinme spent on the following activities for single
cl ai mant s:

- bt ai ning facts and determ ni ng whet her a clai mant shall be
entitled to receive benefits or waiting period credits for
reasons, other than those affecting his/her insured
(rmonetary) status (See section 1410, part |11, ES nmanual
for a detailed definition of nonnonetary activity).

- I ntervi ewi ng, tel ephone contacts, correspondence, applying
pertinent |aw or precedents, and nmaki ng deci sions.

- Preparing and reviewi ng the determ nations, and notifying
interested parti es.

- C ai mant determ nati ons and redeterni nations.

- Requesting additional separation information on UCFE cl ai ns
(Forms ES-934), and preparing claimant affidavits on
separation information (Form E5-935).

235 Benefit and Appeal s Travel

Includes tine spent in official travel during regular working
hours to service itinerant points in support of Initial d ains,
weeks Cd ai med Nonnonetary Determ nations, Appeals, or to conduct
hearings. Also includes tinme to set-up and tear-down equi pnment at
the itinerant point and simlar activities to provide services.
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Mul ti-C ai mant Services (Nonnonetary Determ nations and Appeal s.)

This activity code will be used ~' hen performing activity for
multi-claimants. Includes the activities as defined in codes 230
(Nonnonetary Determ nations, Single Cainant) and 240 (Appeal s,
Single daimant).

Appeals - Single daimnt (Lower and H gher Authority)

Appeals - Single Caimant-Lower Authority

Includes time spent on processing appeals froma State enpl oynent
security agency's determ nation or redeterm nation on a claimfor
benefits:

- Time of the local office staff in interview ng and
assisting the clainmant or enployer to conplete the appea
form preparing, assenbling, and transmitting the necessary
records to the appeals authorities (includes processing of
appeals filed by mail).

- Time of State agency staff (including other than appeals
staff) in preparing material for use in the processing of
an appeal, i.e., pulling files, preparing folders.

- Recordi ng of appeal, scheduling hearing, and notifying
parties of the hearing.

- Ref eree's preparation for and conducting the hearing;
reporting the proceedings and testinony of the hearing by a
hearing reporter or by nechanical recording equipnment; and
the attendance and participati on of agency personnel other
than referee and reporter.

- Transcribing hearing testinmony for use (1) in split
hearings or (2) for referee's use in preparing decision

- Preparation and mailing of the decision.

- Requesting additional wage or separation information on
UCFE cl ai n8 (Form ES-934).

NOTE: Includes tinme of appeals staff designhated to process the
appeals in a State having only one appeal |evel.
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Appeals - Single dai mant (continued)

Appeal s - Single daimnt-H gher Authority

Includes tinme spent on processing of appeals froma decision of
the lower authority appeals:

- Time of the local office staff in interview ng and
assisting the clainmant or enployer to conplete the appea
from (includes processing of higher authority appeals filed
by mail).

- Time of local, State agency, and appeals section staff in
preparing or accumulating material for use by the higher
authority appeals body in processing the appeal.

- Recordi ng of appeal, scheduling hearing when hearings are
hel d by higher authority, and notifying parties of the
heari ng.

- Preparation for and conducting the hearing; reporting the
proceedi ngs and testi nony of the hearing; attendance and
participation of State agency staff (including other than
hi gher authority appeals staff).

- Preparation and mailing of the decision.

WAge Records

Includes tinme spent in processing wage report infornmation and
establ i shing and mai ntai ni ng records of individual . workers'
ear ni ngs based on enpl oyer reports and automatic notices of
separation. Activities included are:

- Recei pt, batching, and establishnent of wage record' files.

- Reconciliation of total wage information with wage and tax
summary i nformation.

- Mai nt enance of wage record and wage report files, and
updating, correcting, adjusting, purging, or verification
of wage information.

- Receiving and filing special notices, flashers, flags etc.,
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270 Benefit Paynent Contr ol

Includes tine spent in checking and. investigating records of
benefit paynments, subsequent to the paynment, to detect
over paynents, underpaynents, and fraud. Activities included are:

- Revi ewi ng and post-auditing initial determ nations, benefit
payrments, wage records, and other benefit paynent data,
i ncl udi ng ot her program paynents.

- I nvestigating cases and determ ning action to be taken.
Instituting corrective action, including disqualification
of claimants and/or crim nal prosecution because of w || ful
m srepresentation. Includes |egal work involved.

- Arranging for restitution, including related collection
activities and accounts.

- Mai ntaining statistics on programactivities

- Correcting benefit paynent records for reasons of
over paynents or underpaynents and preparation of reports
for adjustment of benefit paynment accounts.

- I ncl udes overpaynent and fraud control in connection with
UCFE- UCX cl ai n8 and Form ES-936, UCFE verification
activity.

NOTE: Benefit paynent control activities perfornmed for
al | onance paynents shoul d be charged to code 351
(Processing Al owances) in conbination with the
appropriate project code (CETA, WN, DUA Trade).
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Unenpl oynent | nsurance Service — Tax Fnctions

300 Tax Functions (includes Tax Accounting, Tax Enforcenent, Tax
Travel)

Tax Accounting - Enpl oyer Accounts

Includes tinme spent on the following activities:

- Preparing and mailing enployer contribution (tax) report
forms.

- Processing tax reports and noney received, and naintaining
enpl oyer accounting records.

- Al'l operations in posting paynment received (current or
del i nquent) under-paynents, overpaynents, and adjustnents
to reflect the conplete condition of each enpl oyer account,
regardl ess of the system used, type of records, or where
per f or ned.

- Mai nt ai ni ng necessary controls to establish tax and wage
report delinquency.

- Processing preparing, and mailing proofs of credit
(Treasury Schedul es A and Form 940-B).

- Prelimnary review and conparison to total wage information
fromthe wage listing with wage and tax summary i nformation
fromthe contribution report.

Tax Accounting - Experience Rating (Noncontingency)

Includes tinme spent on experience rating activities

(nonconti ngency) that do not fluctuate in relation to the clains
| oad and thus to the nunber of separations experienced or charge
backs of benefits paid. Activities included are:

- Est abl i shi ng and mai ntai ni ng experience rating accounts,
records, and files.

- Determ ning tax rates and notifying enpl oyers.

- Di sposing of protests, inquiries, and appeal s concerning
rates and reserve accounts.

- Determining eligibility for and processing transfers of
predecessor experience rateing accounts to successor accounts.
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300 Tax Functions (continued)

Tax Enf or cenent

Enpl oyer St at us

Includes time spent in identifying and | ocating enpl oyer and
determ ni ng taxabl e status of enployers. Activities included are:

- bt ai ni ng and screening | eads, contacting enpl oyers,
obtai ning facts for nmaking status determ nations (including
ternminations), and rendering advice and service to
enpl oyers.

- Formal hearing of enployer appeals from status
det erm nati ons.

- Answering of status questions by tax or |egal personnel

Field Audits

Pertains to periodic, special, or conbination field audits. It
includes tinme spent on a systematic exam nation and verification
of a subject enployer's books and records for the purpose of
determ ni ng anounts of taxable wages, taxes due, and interest or
penal ti es.

Activities included are:

- Audits to analyze financial condition of enployer for
col | ecti on purposes.

- Audit reports and financial statenments to support audit
findi ngs.

Del i nquency, Collections, and Refunds

Includes tinme spent on the following activities:

- Col | ecting delinquent enpl oyer taxes, interest, and
penal ties, and maki ng refunds, when required on
over paynents.

- Preparing and issuing delinquency notices, and debit and
credit nmenorandum

- bt ai ni ng del i nquent wage and tax reports.

- Mai nt ai ni ng records to control actions on collections and
r ef unds.
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Tax Functions (continued)

- Hearing appeal s of assessnents or penalties including |egal
time.

Tax Enforcenent - Field Trave

Includes time spent in official travel during regular working
hours to perform any direct operation in connection with enpl oyer
status, delinquencies, collections and refunds, field audits, and
experience rating. Selecting, preparing for, controlling, and
reviewing field assignments should al so be charged to code 300.

Enpl oynent | nsurance Service - O her Federal Prograns

Processi ng Al |l owances

This code will be used to record tine spent in tasks required to
prepare and process paynent of allowances to participants in work
and training prograns (CETA, WN, Trade). Also included is al
activities and tasks required to process and pay benefits to
claimants filing under the Disaster Unenpl oynent Assistance (DUA)
program The code will be used in conbination with the
appropriate project code.

Tasks performed under this code include:

- Assi stance in preparing entitlenment questionnaires and
referral notices, liaison with training facilities and
| ocal offices.

- Accepting and processing initial and subsequent requests
for training, transportation, subsistance, and job search
and rel ocation all owances.

- Maki ng and distributing subsistance, transportation, job
search and rel ocation all owance paynents.

- Aut hori zing, preparing for and processing recurring and
nonrecurring all owances which include: incentive allowances
and training rel ated expense paynents, tenporary residence
al |l onances, auto repair paynents, auto insurance paynents,
cl othing paynents, tools and equi prent paymnents.

- Est abl i shi ng and nmai ntai ni ng paynent records and | edgers
and perform ng ot her accounting functions.
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Processi ng Al |l owances (conti nued)

- prevention, detection, and recovery of fraudul ent and
nonfraudul ent over paynents; fraud prosecution.

- Activity related to appeal s by participants concerning
al | owances.

Di saster Unenpl oynent Assistance (DUA) Activities

Includes tine spent in the following activities under the
Di saster Relief Act of 1974:

- Accepting and processing initial applications and wage
affidavits; conputing DUA entitlenent: issuing
determ nations of entitlenment.

- Accepting and processing weekly requests for DUA
determ ning entitlenment; issuing determ nations when
appropri at e.

- Maki ng and di stributing DUA paynents; establishing and
mai nt ai ni ng paynent records and | edgers; perform ng ot her
accounting and paynent control functions.

- Prevention, detection, and recovery of fraudul ent and
nonf raudul ent overpaynents; fraud prosecution.

- Accepting and processing requests for reconsideration and
appeal s; conducti ng appeal s hearings; making deci si ons upon
reconsi deration or appeal

NOTE: Technical staff work related to the all owance paynent
process, such as procedural devel opnent, and revi ews of
operations should be charged to code 400 (U Support) in
conbi nati on with the appropriate project code.

Unenpl oynent | nsurance Service - U Support

Managenent and Supervision - U'S

Al time which can be related directly to the admnistration and
supervi sion of the State unenpl oynent insurance program should be
reported under this code. Activities included are:

- The tinme of the U Director and assistants, and all |ine
personnel engaged in nanagi ng and supervising VI operations
except that tine spent in direct or
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Managenent and Supervi sion (conti nued)

first level supervision of operating functions, which
shoul d be charged to the function being supervised. A

time spent on supervising a direct activity even through an
i ndi vi dual may supervise nore than one (i.e., Clains
Processing (200) or Non-Monetary Determ nations (230)
shoul d be charged proportionally to the codes.

- Pl anni ng, directing, and controlling local office
operati ons.

- U Fiscal managenent activities such as budget preparation
and personnel operations (as described under Code 120).

- O fice and support services such as sw tchboard and nai
services (as described under Code 100) when perforned in
the |l ocal office.

- The tinme U managenent personnel or their designated
representative spend in attendance at outside professional
or technical conferences, as well as in office nmeetings to
di scuss policies, procedures, personnel problens, or
operating problens in general. Meetings to review operating
performance in specific functional areas (e.g., nonnobnetary
determ nations) should be charged to the operating codes
appl i cabl e.

- Preparing and verifying data for |local office activity
reports.

- Pronoti ng community under st andi ng and acquai nting the
public, through any nedia, with policies and facilities of
t he unenpl oynment insurance program

Staff Technical Services - US

Includes all tine of technicians (usually "in. the central,
district, or area offices) perform ng staff services in direct
support of the managenment and supervision of U |ine personnel.
Activities included are:

- Organi zation, nethods, and procedural analysis and
eval uati on, and devel opnment including U managenent anal yst
proj ects.

- ADP systens anal ysis and progranmm ng of U functions for
conput er operati ons.

- Internal audits, including visits to Federal installations
for UCFE and UCX purposes.
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Managenent and Supervi sion (conti nued)

- Legal work related to unenpl oynent insurance, not
chargeabl e to other VI codes.

- The apprai sal and devel opnent activities of the Federa
prograns coordinator (as described in section 4550, part |
ES Manual ).

- Technical staff work related to Federal allowances paynents
(code 351), such as procedural devel opnent and anal ysis of
operations, should also be charged to this code and not to
al | onance payment codes.

Career Devel opnent and Training - US

Includes time spent by State agency operating ~r staff personnel,
both trainer and trainees, in conducting or attending forma
training sessions pertaining to the unenpl oynment insurance
program Activities included are:

- Trai ning by use of training kits which are desi gned
primarily as self-training devices.

- Pl anni ng and devel opnment of training methods and training
materials for class groups, self-training devices, and on-
the-job training. On-the-job training should be charged
directly to the appropriate code pertaining to the function
bei ng perforned.

- Formal in-service and out-service training.

- Time spent by U personnel, both central office and | ocal
office, in nmeetings for the purpose of explaining new
procedures. Tine spent in nmeetings for other purposes
shoul d be charged to the appropriate codes.

U Research

Includes time spent on the follow ng projects or activities:

- Research pertaining to unenpl oynent insurance program
devel opnent, including financial program aspects.

- Speci al research and experinental projects for program
devel opnent.

- The conpil ati on and anal ysis of nmanagenent statistics for

admini strative use and for public rel ease (include tinme of
R & A staff and tabul ating unit personnel).
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400 Managenent and Supervi sion (conti nued)

I ncludes the preparation of State and Federal workl oad and
U statistical reports, such as ES-203 and ES-213. Local
office time spent in preparing feeder reports should al so
be charged to Code 400, U Support.

- Includes projects of a recurring nature or part of a
continuing research programas well as specifically
aut hori zed and financed one-tinme research projects.

Speci al Projects

I ncl udes codes 452-465. Special U projects are specifically
assigned and authorized by the national office. Included are

t hose special fund allocations which are not chargeable to other
U functions.

455 Conti nuous Wage and Benefit History (CABH) Project

Includes all tine spent on the CWBE project and rel ated
activities. Exanples of related activities are participation in
activities of the CWBH State Users G oup and/ or CWBH ADP
Conmittee.

457 U Cost ©Mbdel Managenment System

Includes all tinme spent on the work neasurenment and ot her study
requi rements of the U Cost Mdel Managenent System This code
shoul d al so be used by Cost Mdel personnel involved in
activities to maintain Cost nodel as outlined in the

“Mai nt enance" chapters of the Cost Mdel Miintenance Handbook.
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Random Audit/ I nternal Security

Internal Security

Includes tinme spent in reviewing all areas of VI program
operations to ensure adequate controls are in place to prevent
enpl oyee fraud or abuse, reconmendi ng to managenent the
installation of controls where none exist or strengthening
controls where weak and conducting prelimnary investigation of
incidents of alleged enpl oyees fraud or abuse prior to referra
to proper investigatory officials. Activities included are:

- Supervi sion of internal security unit.

- Revi ew of hiring practices, background investigations of
prospective enpl oyees in sensitive program areas and
partici pation in new enpl oyee orientation training
pr ogr ans.

- Audi t/ Review of all activities in the areas of tax
coll ection and benefit paynments, which includes both
central and local office operations as well as interviews
wi th enpl oyees, enployers and clainmants (not to include
random audit activities).

- Audi t/ Revi ew of data processing systens and operations to
ensure the integrity of managerial control on progranm ng
functi ons.

- Eval uati on of safeguards and manageri al procedures
regardi ng conputer termnal security which include security
assessnments, termnal systemcontrol, network systens
controls and comuni cati ons networKk.

- Eval uati on of conputer sites and plant (local office and
central office) operations to ensure the physical security
of such operations. This includes the review of entry
controls, storage protection, conbating hazards such as
fires, floods, power failure, etc., and the safeguardi ng of
St at e agency property.

- Conducting prelinmnary investigations of incidents of
al | eged enpl oyee fraud to determ ne whet her further
prosecutive action should be taken. Al so, includes any tine
spent in assisting in the investigation of alleged enpl oyee
fraud conducted by other investigatory agencies.

- Referral to proper authorities for investigation, cases of
al | eged enpl oyee fraud or abuse, 'participation at
admi ni strative hearings, and attendance at court
pr oceedi ngs.

- Mai nt enance of statistics on internal security and control
program activiti es.

| V-5-53 R- OCT 81



I V-5.

459

ETA HANDBOOK NO. 362

TI ME DI STRI BUTI ON SUBSYSTEM

Internal Security (continued)

- Cerical work directly related to internal security and
control program activities.

Random Audi t

Includes all tine spent selecting, assigning, preparing,
i nvestigating, docunmenting, and issuing determnations for cases
in the O Random Audit Program Activities included are:

- Reviewing and pulling of files for cases selected by the
computer for inclusion in the Random Audit.

- Assigning case to investigators and schedul i ng of
claimants, enployers, and 3rd part contacts for
i nvestigation

- Conducting and docunenting the results of interviews with
clai mants, enployers, and other 3rd party individuals.

- Witing determ nations which result fromthe Random Audit
I nvestigations including overpaynent and under paynent
det erm nati ons.

- Mai ntai ning all necessary docunentation, records, and
statistics for the Random Audit.

- Perform ng clerical activities directly related to Random
Audit activities.

- Referral of Random Audit cases to other units for
speci al i zed handl i ng.

- Updating of all records, docunentation, and statistics due
to appeals affecting the Random Audit cases.

- Travel - tine spent in travel to conduct Random Audit
interviews, to verify benefit paynent information, or any
ot her Random Audit activities.
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460 O her Special Projects

This code includes tinme spent by U staff in special activities
whi ch do not require separate identification.
I ncl udes:

TRA Precertification (In conmbination with Trade Project Code 219)

Includes all tinme spent on Trade Act activities after the filing
of a petition and prior to the certification of the petition.
Such activities include:

- Devel opnment of plans to establish a TRA paynent unit.

- Devel op or update procedures for use in the TRA unit and
| ocal offices.

- Devel opment of training plans for |ocal offices affected by
the petition.

- TRA forns preparation.
- Devel opnment of publication rel eases.

- Devel opnment of new or redesign of existing statistical
reporting system

- Devel opi ng and mai ntai ning contacts with enpl oyers and
uni on organi zati ons.

Trade Act Coordinator (In coordination with Trade Project Code
219)

Includes tinme spent by the Trade Act Coordinator in the follow ng
activities:

- Provi di ng technical assistance and training on trade
activity where needed in agency.

- I npl ementing the Trade Act Program

- Coordi nating programactivities between ES, U and AS&T
component s including operations, reporting and fiscal.

- Program revi ew and nonitoring of agency performance
- Li ai son for agency with regional office on trade program

- Serving as the focal point for all correspondence,
inquiries, etc. relating to trade activity.
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460 O her Special Projects (continued)

Taxation of U Benefits

Include tinme spent infornmng (not part of the ERI) the clainmant
that O benefits are taxable, answering claimant that inquiries,
mai nt ai ni ng manual or automated records strictly for the purpose
of taxing benefits. Also tinme spent in preparing and nailing of
Form |1 O9UC to notify the clainmant of the total benefits paid
during the year.
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